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f I. Introduction - 


“. "Members ‘of the evaluation team 
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The external evaluation - ue Austin’ Peay. state University Viele “ITI 


Q 


& ti 


Harry L., tomers of Educat ional- Research and Services, hs ot Russell, 


Thomas, yi _for the Study of Ti wiee education. Dr. Petry was’ Figvelved in 
ee 


oe and coordination of the pede and the ere dae re-’ 


_sponsibilities; Drs. Bellott, Bowman , and Thomas, in’ the avaruation, _ TKe* only 
. & ‘ 
contact that these four persons had with the program. was in sconnect ion ‘with the 


a 
~~ 3 = . 


evaluation. Pa ' yey 
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B. Data-gathering techgiques, for the evaluation 
The eécnnigues ay in yathering: data for Ene evaluation consisted of con=” 


a 


deta ne interviews withe program personnels collecting documentation from the 


4 
. 
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ies of unro nner yn on program activities, and compiling data from records on 


. a a 
waa 


. roe tivities. The external evaluators met with the personnel involved in 


the Brogan to diseuss the activities conducted during 1980-83 and _ the 
. _ w 


NN ~ Ws, 


Accomp) Tshinenes ‘of the activities® Th eeiabaon to the project object ives. 


o 
a 


Selected-documents in the | program ‘activities. were identi fied and cdl lected for 


€ 7] 


use inthe évaluation; in ace tons available data about program activities - 


ie id 


vA. were identi tied and comp il ed to provide’ evaluative igformation. 


te \ 


The external evenierots spent time on the campus of Austin Peay State Uni- 


st 
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versity* in performing, on-site sei awities related to the evaluation for 1980-83. 
° The visits were augment ed by. telephone contacts with srborad personnel to, dis- 


~ ~ 


cuss various ‘aspects of “thé’ evatuation. The contacts were stipplemented by 
Lg ‘ 


meetings at Memphis StatesUniversity that involved the external evaluators. 
2 ov . 


Memphis State University: DF. “John R: nr Drs Fred K. errott, and Dr. 


Strengthening Developing Institutions | Program was conduct ed by personnel from. 


ro 


. payrolls and financial statements, 


C. ‘Amount of Title III funds : nh Ae ore 


= ao ~ 


The federal funding of the Austin Peay State University: Tithe Til 


de ay 


Strenthening Developing Institutions Program totaled $1, 268, 700: for the ‘thred- a 


rok 


year period. In each dak the University increased its participation: Frag, 


31.3 percent in 1980-81 to 60.2 percent in 1981-82, to 72.7 percent: in 1983- S855 ve 


or 59.8 percent of the total support of the project, 1980-83, ’ oe on 
D. Major program emphases during 1980-83 . “ages 


Five areas were delineated in the project: ' Developmental Studies Program, 


“Administrat ive/Operat ional Support Systems, Career Business and Professional 


Programs, Multi-service Career Development, and SDIP Coordination. The De- 


velopmental Studies. Program was specifically designed to reach students having 


a need for (1) skill improvement in academic areas and (2). preparation for 


career entry and pre-professional courses of study and’ to provide an - 


individualized system of teaching/learning. The thrust of the program was to 
R ae 
asSist students in the development of self-confidence and skills a for 
: : 2 . 
success in their college encounter. 


fe # rod 
The second major emphasis ee the computer services to an 


expanded dniversity clientele; namely, i and. students. The major 


thrust was to develop systems for maintaining, student records and producing 


« 


The third major program emphasi$ involved establishing an educational. en- 
Pt ‘ e s 
vironment of higher quality for upwardly mobile career business and pro- 


fessional i The major thrust: of this area was to ape 0P and maintain — 


a qual Computer ne vgree That of fered: upward* nubs Bity: ‘to disadvantaged 


students. . ; 


4, The. fourth major emphasis was to provide Support services through, tests 


o 


and atest ateprensEnons for 9, 000 ‘pwardly mobile students and to outs 


<— 


e | ee oS \ 
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" placement seryices ‘to all graduating séniors. The major thrust was to create 


rf 


an environment of. acceptance of diagnostic results so that students could be 
oo ~ ; a 
effectively counseled about achieving t «.1 vudi ittonal goals. 


‘¢ 
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, The fifth major emphasis was coordinating. the SNIP project in an efficient 


c t re : b 
"and effective manner. The major thrust was to ‘demonstrate the value of the 


project and to develop “strategies for continued “funding beygnd the funding 
os a ’ 

period. . e é ~ 
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A, _ Developmental Studies Program 
- The ‘objectives of the Developmental Studies Program over the “grant period 

ag: . : : : . . aan % an . . , ” : 7 wn 6 : Be . 

were: _ a . 2. | Sg tee | 


Sr 


"aL To ‘Sustain the 15% Higher’ retent fn rate amonig _acddemic31j under- : 


y 


prepared freshmen as opposed fs non- -DSP,. students by comeing ng a 
: Connrenens ive develdpnenial opborair Ae coinpasi Gioia methenarice: 


reading, and psycholdgy-thraugh June, “1983. (2 30a, 208) —_ 
“eee “TO prepare. Tow- income, academically uinderprepared DSP student's | 
for career. arth and pre- -professional courses ‘of studies a os 
quiring cOnmun’ eat ion and/or ‘hathematics. skills - apreqrating: a | 
DSP and career “education activities, which will’ give them the skills ; 
necessary to-conptete successfully coré requirements. (2, 10a, 20a). 
“os ‘To provide by June, 1983, ans letance in communication and/or 


mathematics ski115 for all students, requesting an individualized ey! 
system of teaching/he=rning. (2, 10a,. 20a) ; 

ae pertormancs evaluation ‘measures used to rate the ievel of achigvenent 
of each object ive and the gees Monitoring Report are in Appendix. A. For 


& 
a1 objectives. the level of schievenent was 100%. 


| Objective ‘ oe . 7 . 
. For abjective 1,:a review of academic records By the Director of 
. tase udtanal Research judieatea at least a 15% increase in the retention of 
ufderreared Freshmen cohorts of a pre- and post-devel opmental program. The | 
-increase was dchieved over a three-year period at 5% per annum by dk ic. ing 


the attrition rate among tie academically underprepared freshman by sustaining 


a comprehensive developmental program in English composition, ~ mathematics, 
; ; a : 
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vocabulary, and grammar, and writing sentences, paragrSphs, and series of para~ 


_- plete. outside assignments. 7 jt 
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reading, and _psychology. Table 7 depicts Khe number’ of classes offered in 
‘ : we : aa 


these* areas. 4 a spe ae oe 


English Composition — - ; a a. 


the/dbutse in ritten, commun ication: ‘incorporated individual ized media and 
a one-+to- One approach to the study of . basic language skills required for lear, 


6 a 
efiective: writing. * Speci fic areas of. ‘study included pronunciation, spe] Ting, 


‘graphs, Successful, completion of a “specifically designed program appropriate 


for the tieeds of the individual student involved an under staneing of the struc- 


ture of ‘language, which enabled him to convey ideas and 9p inions effectively in 


written: forms. Professionals and ,par professionals were | syle le: ‘to ee 


we o 


Pies who wished to improve their writing, penne for examinations , or com- ** 


. 
“* r 


Ds 


athemap ies 


a4 dos 


; ; _ 
The “devetopmentat component in mathematics focused -upon the student 'S - 


“attainment of specific performance objectives. A pee was given to each 


4 pou 


: student; ‘subtests ‘indicated the particular modules - fn which | the student was de--— 


ficient. For: “modules in mien proficiency, was shown, the student was not ‘ree 


quired .to do further work. “For modules the student must. complete, asSigntients 


were made over the material; ‘cori eienciwad, exhibited by: passing a test. 


> ‘ wis ys 
Faniure to attain the ‘required: level resulted 1” additional assignments, 


fol lowed by an additional Peete, Mas me 2dure was. repeated unt i] PEST CUeney 


was sm y and tiie. student. was ‘then encouraged’ to preg until a) of the 
cae a7 : . tad, 
modules were ee ~. 5 a Fe a 
: e i z: 
Course textbooks were “designed to. coreate with “audio, staves, al Towing the 


student to foe and vaste, ‘to an "exphanat fon a the prob ems. and theory. . Study 
eh, ae : : . 7 
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Tes 


a) 


t 


ae Table ne a 
is . “CONSE OFFERINGS. FOR INSTRUCTIONAL fm. aw 
~ 1B BY RUMBER OF SECTIONS’ yy YEAR 


. i 
tee ee [ao Hd } 
7 a ' 1980. J. * 498] 1982 


Course es Su Fa 7 Wi Sp. Su fa Wi Sp Sus Fa. 


“English Composition W080? 6ti(<iaKC HO 
-Aritmetic = WP ae eo 
a ~ eo, + = Se. | me 


‘Elenentary Algebra Ek a a 
Intemediate AGO 2° D1 2 0 ds 2 Ok 


Readin, — utiguage 
Skills r College . an : : | . & 4 
Success.  f Jl “Jl 4 4 4 0 4 4 3 4 4 a [ae OP 
a ny - 2 * re 


Psychology for " 2 . 8 —_ ; poe a ee ‘. 
College Success —:100 1 4 of Pt. & £ Df Bo § ge og 


. . . . y 5 : . . 
* , 1 
4 j : * 4 is ‘ : . f) 
i ' , j ! od 
——_-- rw —— a ee . i % ; 
; , : , , a 
‘ © = a " ° . ‘ cal 
rs = 7 
a : ; . ‘ 1 , 
Ne5 , 4 x 
, 1 


Reading Efficiengy’.5200 . 0 0° 0 0 0. 0. OF DO kk 


Total «= 6 2 OS a 88 
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exercises allowed the student: to check proyress.\ Chalkboard illustrations pre- 


sented in class were put in the textbook so that students would have. a perma-. 


nent record of the material, The student Studied and recefved a lecture at his 
rr ‘ ° ‘ i . 


own rate. ae 


Es) 
+ . ED 
_ LP ; : 


Reading 


fw: 


; ; % 
to participate in the r€adiNg improvement course (Education 101), wh ch was 


competency based dnd deSigned to be largely individualized as well as pre- 


scriptive, utilizing material that allowed for a -considerable degree of 


. : * .. 4 aes 
self-pacing ard self-iinstructpn, Through frequent evaluation provided in the 


; 7 
“material and by the instfuctOr, students were kept aware of their progress. 


Psycho logy . . 


Students continued working in reading improvement until bhey reached 10.0 


reading level. -The NelS0n-Denny Reading test was, used as both a pre- and 


posttest and for exit criteria evaluation. 


AIT students taking devel opmental courses’ in academic areas, were advised 


4 


to register for the psycholOgy course that was especially designed for de- 


“ 


velopmental students, The course was integrated with the Multi-Services Career — 


N\ 
Development Activity and th€ Media Center and. was designed to incorporate 


didactic, experientiaP learning, and individualized instruction’ in an effort to 
build self-concept, develop fesponsible behavior, and prepare the Student for 
coping with social, acadeM¥c, financial, or personal problems encountered . 


-_ : . 
nyo¥ved were training #n study skills; building 


v 


Specific areas of ‘stug i 
self-esteem; ee tel anise skills; problem-solving techniques; 
handling stress; career interests: sand understanding rules, npocedures: and 
wg 4 
policies negessary for everyday living. ‘Successful ‘somp let jon of this course 
A - a 4 % 
oo Te De. ho 


rn & 


8 / 7 
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Students who were reading below the tenth-grade level (10.0) were advised 


a 


ae; 


needs and. goals. yo ee oe ee 


Objective 2- 


-enroll: in the Developmental Studies Brouratl, “and stati8tics were-kept spout the’ « 


personnel proviaed, services to all _ sophonires pho. rqfuestel 8 assistance jn” * . 


seling and conference rooms,. and project OMVces weré located: it The~ provision, 


: : . \ ‘\ . Shy : . 7 ; : or] 
: . ‘ ee : 7 ot ar) 


provided the student with a more positive attitude Faward self. and others, ire - 


positive attitudes toward earning, and more effect ine means of fulfsliing his 


Ae. Sees 5 es Fe 
’ : : an 


\ ? 3 + 
. a] . a 
o . 7 : : “ 


To accomplish object ive 2; University. personnel: prepared students for 


i. 


’ wins 
career-entry and preaprabess tonal courses - of study requiring’ ue 4 


and/or mathematics skills by integrating’ the ‘Devel optitintai Studies Progra and ae 
me 4 gee Ne ve 


career activities, which gave skills necessary. to complete successfully core . 


» 


requirements, Over the grant period, anGErU neers @®esinen' were” advised to- 


cal 


number of underprepared euch who had-successtul ly snot ied ‘in and senpieted. 


‘successful ly DSP courses. Students atso demonstrated*that they attained | skiN1s 


ao 
necessary . fulfit’ core requirements. ; 
we 2 
: , » ; ; ee Peer ee 
Objective 3 _ _ °° — ve = on 
eo : ! : ‘8 
Objective 3 was also achfeyed. Records ‘indicated ‘that the pprostan a 


“Tag 


- either communication and/or mathenat tal skills/at the, _vegisningvat the project. 


and for ‘all students requesting an individualized ‘system of teaching and 


? , ee eo. er Poa ; 
learning by the end of the project. ». gs: tim =e ne ae vom SY 


To aid in achieving all~objectives, 4 Deve opmental Skills. Center’ was "es- 


rs 
fay ea 


eabidshed: in ee library, where a media center, casas Dean 


yoo. a : 


for independent study areas and the sory of _ instructors and assistants 


f 
<a wa ; 
available for con ultation gave students a compact: and. _ uni fied environment de- ep 


et 


“signed tq reduce learning anxiety and’ to provide a ~posiiae climate for ae 


intellectual and social development. 


' ; ae 8 
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Aamissions Policy 


In the fall of 1981, a new, comprehensive admissions pdlicy was adopted 


that ensured ¥he appropriate advisement and academic placement of all entering 


oe . : : & 
freshmen who were underprepared in £nglish, mathematics, reading, and/or study 


, ft 


Skitls. Students who did not have a composite ACT score of 16, or a high 


r 


scnool GPA of v2.2 


G 
: ™~ 


» participated im the supplemental testing program 
; ae 
adatntstered through the Developmental Studies Program before application for 


eddm tsa ton was complete Advice based on test results was given individually to 
StBaents fl otby spect fleoably er Core faculty. lo register for  appropr late 
) ae 
in 
devedlopow cal Wu es bee dbo Ct ce abe NS registered for no more than 


1s ye Pas ' Ieaeage am se ce dy Ube ye otha lade ean Clic trace de shaudlds they Needed for col lege 


oradd)ibhy Nyy bet 
ui 


Ph order ole Mave recedved am wl oF (oor Po oby the eng oof the nttial 


quarter the student must have met the objectives for the course, It the stu- 
Cevrrl ddan tees sauce eo a fal by complete oa stewe Lopihent al Stucdres course orn thr ee 
quart be toy at yet a Dagieerd [tothe ost Udent Nad oof Satasftled the obqject ives 
iT vide oe AH 8 Pace Mat de ad queues peregrina he rere dyed a PR CBroqr ess 

see OD Wine athe pe ea aaah a SPL Fratve ct Lge) for live outse atdalim ane cont Prat 
from ts cook oatspe sd ive vette ed the ptbev lout qudrter. Tt the Course was ot 


» 


corpleted fe bie se ond iaerter tot fhe budert c@atreded to make propos. te 
pated ate) ap a sap eae cadet erarb bead fer Dba alee ‘o Lae 


2 OLE on faye at bet 


hiatteal dot tage bbe tee in ake eh tha ee pepo dhe tre GP tote) ote vet doppaent ad 
’ | i 


bomb ses Wb a ase vars Pew prota by Mae tte trte tor. Counmsehors ated fdne bites tare 
Probe eb bert ba Sade Phe tee et ba perateb ca, ed oat bet thes pf bere ceuiee Vea. 
a re ce pete ey qboypr esate Pare Akar Higa St nar 5 opel Psi [Ttie: oe a ited [dye 
Minit | Peeper hte Hy f.tthur 
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' The objectives of the Adflinistrative/Operational Support Systems wére: 
ie To have operSt ional a personnel data base and the personnel/payrol| 
and associated systems through a combiged effort ot the accouhtant/ 


” Systems analyet, two systems analysts, and two programmers by June 1, 


1983, (la, 5a, 4, 14¢) 
f 


C2 To Nave operational with yearly evaluation, development, and 


> maintenance, the polrores, procedures, and omihes systems necessary 
Lo Nusband Une resources of the University by June 1, 1983, through a 
comotoed effort oof the Computer Services statt, accountant/systems 
analyst, Olrectur of Quallty Assurance, and thy Director of Energy 
Conservatie and Resource Management, (la; 5a, 6a, &, 14a, l7a, la, 


? ] d ) 
7“ 
4 


: r 
35 lo acnteve the capability in the Computer Services stat f of refining 
a, 


:; : 
the ftinancral data base, assoctated financial computer programs, and 

LN 
syn tems yearly too meet the demands of the PME process conducted bysthe 
bop MaNagqemest of the University by June 1, 19#3. fla, 45a, 6a, &, 14a, 
lla, lta cla) 

a tlie. Ute ig SHA eee a edie le es: (SEE axl feta dty 
Ph. stadent ddta base, as .oceated Compute, programs, and systems 
yeurty to meet the demands of the PME process conduc ted hy the top 
Harraqement oof the Untversaty by dame bP, toed. (fay bay oa, 8 boa, 

a dae, ee. a aie) 
7" To fmagqe Phe use of energy and other resources to reduce waste 
} | : 
theough rehabibrtatiom of factlaitaes and aqasteal bat ran at anmerqy 


Hafragenen) sytem. by dae Pa leet, € bal by la) 


b. POoatthy sre abd frame tab system. are operat poms ta eh bhevwe: das pina 


ime) 


re 
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; a 
‘S S 
7 savings, minimum loss, adequate control, and compliance with state and 
: ‘ ; ; - = ‘ 
federal rules and regulations by June 15, 1983. (8, la, 5a, 6a, Ta) 
: % 


The performance evaluations measures used to rate the level of achievement 


x 


8 
sof each objective are listed in Appendix R in the Activity Evaluation Report. 
For all objectives, the desired levels of achievement were reached. The 
Director of Institutional Research prepared and circulated SDIP evaluation 


documents too vat luus yi OUps LO ascerlaln the effectiveness of objectives 1, 2, 


3, and 4. Yala, which are sumnartzed Tn Appendla By, were tabulated from the 
Peer tC Uy yt seule famyliy from Sttunyl, agree boo to opledun 
ee : 

Pooce ahr. ota tbo tine  € ot ubjyect Ive 2 the evaluation survey 
document was sent ota tie amajor users of both the personnel data base and the 
personnel /payroll system. Statements included were: (1) essential elements 


required foe administering personnel polteres are present in the system, (2) 


4 
elements are clearly detined, (3) elements may be added/deleted as needed, (4) 


personnel  laformat lon may Deo added of matatatued with ease for all employees, 
whe. 
4 


(hd system provides for fast and accurate tTnpul for elther personnel or payrol | 
ep es (6) pelo Mvares an audit tralk for peroounelspayroltl actlons on any 
cuployee ~ (CF) system lena lesedf co ad hac repent lay; (8) summdry tafurmat lon 
Ms obtathable, (9) tederal personnel, reports are contained within the ers tiol, 
. ae 
(10) reports provided lt “thems Leves fo fast and easy analysts of trial runs 
a : 
fer payroll, (11) system allows categorizing of employees inte groups with 
Samtlar Borackeristics, Cy time input for employees is fast and efficient, 
wnd (ES) check, earnings, deduction, and benefrrts reqrsters prov¥ded by the 
syotem are usetul ‘ot. amides reporting and accounting purposes, A value of 8] 


Om od tO potet oratang system oatfarmeed the usetuthiess | eflectiveness, and 


fomediness of the personnel data base. the personnel /payral dl system, ana 


| 
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‘ RE. 
associated systems. ,  * - é 
- A - s 
Impl ementat yon Al the Westinghouse personnel .option on’ the DEC VAX was 


c - . 
achteved in conjunction with a pilotsproject for the Tennessee State Board of 


Regents. The new system included the: necessary interfaces with existing data 


. 4 a 
bases, which were applied by institutional personnel, Plans to revise the 


af 
personnel data base and the personnel/payroll bage on an annual basis have been 


made. 3 


S . 
, 2 
oe 


UL Jecoltve ¢ 


Ub jectr oo 2 wal ou Soph bates Pt yl 2 a lualdloy the ef fecllve ultll ization 


vl oyolle leg, phos €dures, and compucer systears necessar, tu husband the mesources 


vf othe Untverstty by clrculating the survey rastrument among the administrative 
Staff, faculty, and department cChatrpersons, which yielded a rating of 85 on a 


100-point value system, 


. 


Statements included were: (1) sufficirent data elements are available in 


cs 
the systems to meet the users needs, (2) reports are received by users in a 


~ 


Litely faShron (3) reports recelved by users are adequate for reporting to 


other aqete tes Ch) c,astems provide asees wlth me chantsms for filling spectal ad 


bean, poe pre Chey ot yor (ars {c) be ples, ata chal ah ve tha Ter Chee de Leg t tom of errors, (0) 

CPP Pe tangy Tie wiki bee “ae oa Teica hea tet (fr a te Qguale salequards are trailde 
‘ . 

Pato the os stows lo feeeel errors, (ty ade quate safeguards are built into the 


systems to prevent oblast by unauthorized users, (9) sufficient | computer 
resources are avddlable for users to be able to complete their assigned work, 
and (10) computer’ services staff are competent and helpful in assisting users in 
ddapt ing to the systems, 
Respondents percetved that Phe mhanaqement and  aecounting systems tor 
restricted funds, such cas qrants agd contracts, were  Pesponstve to cand in 


compliance with chanqiag poltetes and requbat tony generated at the state and 


I? 
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féderal levels. Interviews with personnel in accounting, contracts, and student 
aid verified the questionnaire data. Users of «the student records subsystem 
Indicated that programs to authenticate historical grede records to be used for 


zs 


computerized transcripts and academic advisement were in place. 


. 
Epos elie 3 " 

UL Jectlve 3 was met gecurdtayg ly both oral and written reports and 
Tiler v®ews with staff having tespunstbtlity In thts area. A sutvey of major 
users owl che ftaans dat data base, asses tabled Plnanelal cumputer programs, and 
te fg 38 9 Wal aie Gan age <a POY Ue td potet oseale un the follouwdny 
plaleme C. (dp cep re be ate bese er de a Cam dy falhton, (2) bepurls precelved 
Ste aedsspenas fas Ceporttyg Au olhe., ojeatles, (3) Computer services staff 
jheiitine tS Feavt deo. timely and couperdtive fashion to requests four modifications 


t 


to existing systems to meet new needs, (4) existing hardware lends itself to 
adaplatllon requlred to meelo new meeds, and (5) existing software contains enough 


Plealbdlit, to allow addplatton for new needs, 


WL jase ih oe 4 . of 
wel ‘ ot yo ctl 4 ul 1 woot Ube barter 
( ea . 1 : cer ple progr a. stud uy clea Hooper Teel Le Cho ey ebauatdon 
mas toumento oon ule for lowly .tabemhents. (a) trepures are recelved ia oa timely 


fashion, (2) beports received are adequate tur reporting to other agencies, (3) 
computer services staff members react in a timely and cooperative fashion to 
2 
requests for modifications to existing systems to meet new needs, (4) existing 
hardware lends itself to adaptatton required to meet new needs, and (5) existing 
software contains enough flexibility to allow adaptation for new needs, The 
s 


average Pesponse fo ottems about ebfectiveness oof the computer programs and 


systems was 8.8 on a 1O-point scale, 
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Previously, in 1981, an evaluation was madé vof the optical scan based 


- , \ er ‘ ; 
subsystem for academic processing through a survey*of the registrar and the 


staft of the registrar's office, and a réndom “sample of ian Interviews 


. 


substantiated that the survey results were postive, Also, an evaluation was 


‘ey 


made of the revised student registration procedures of a random sample of users; 
= Ny 


the student data base was Inteyrated into Lhe system, 

Duocumentatlun, reports, and Interviews with users of the student records 
sub system afflemed thal programs were develpped to authenticate htsturtcal 
yh ade beside bo be weed bot Compuler teed transect Ipts and academic advisement. 

br EGE at Ge abt len ywas made uf Che newly devel uped student fiuancla | 


ebb ay monvbda 


at 


poten ue a batdan Sanypte of student clients and lavolved 
adimi.Istrative ctott. fy 1963, a questlonmnalre was reacted to on this 
objective, The development of the subsystem and its full implementation were 
verified by observation, iecnenterink, and interviews. 

Another use of the computer for student records Involved a system for 
> 


Crack bog sludents frum admlsstons tht ough  ygtaduatllun, A questlonnatlre wds 


edeculated te admredstratlve staff ond Caoculty cuncerned with student records to 


Aaah Cele ote 2 Ta eG TD ww as Oe re Iho be spomdents deemed tha system lo 
s 

be Of fests re ee ee ee | Poet be be rh Vinge Demet God An evaluallon of 

Lhe Seu de re bo adet ae au tavener tos wa ot. al alt facutly advtSuots and counselors 


ze 


WaS Ppostl lve. 


Ubyective 5 
Objective 5 was accomplished by lastal ling an energy management system, 


Some faculty modtfledatlon has been made through the awareness of — energy 
o 


requirements, ine ludiag the rearrangement of Space usage, 


’ 
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Objective 6 . : a : ee Ges eee ; wd, 


r . * 
SF a 
ma 


: * : ‘ rm a 
An external evaluation of objective f revealed that the work ac 


of y 


e 


in the analysis, procedyres, and practices. put into eftect’ to analyze all fir 


nancial systems and operations to achieve max hum savings, minimum loss, ade- 
quate control and compliance with state and federal rules’ and regulations Was 
puslt We. Inferences drawn from the SNIP, Evaluation forms confirm this rating. 
Prevluus tevlstun of ‘the fluanetal systems and financial dataybase un an annual 


; G \ 


bastls tuo remalu current wlth mes ana dvallabde equlpment was effective, 


( Varian ® Ting DiPGa. gee bh Ptasl Geo Waal bw vay ata 
Sepeepern ease r ee) ET ee eee ee ee 
ihe Tooth dal aden vljecttves fTorath, fat ie a thee Gee bas loess 
ay 
poptelysstunal prograns was broadly encumpasstyyg. vo were stated fur the 
& / 
yravl period. “ 
qs To — and maintain an educational environment of higher quality 


Iaowhtch Amer teoan Assembly of Collegiate Schools of Business (AACSB) 


standards are met and upward moblle students are able to immediately 


‘ 


enter Che mates tt ed Of suclelty 


Per de ebay aed malntain oa qualll, comtpuber io ters deyree tbdt willl 


Paw e (pevica 1 am bility { phoa dl ane aged a sae 


ie § 
Pfolma ce 6 A Mal On Mea vows were spe lfled to waee ps the level ol 


met oof each sabjective (see Appendix C for PEMS and the Activity 


DY 


Hon itoring Report.) They surpassed the levels necessary for success. 


\ 
Ubjective | y' 

The achtevement of objective 1 was established by comparing the standards 
reqaired by AACSB with the characteristics of APSU business faculty, library 
Holdings, and curriculum requirements Sot the various options of the College of 
Bustness of the University. 


‘ / 


omp lished 
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To achieve this rating of nearly 109% on all six measures, several events 


took place. Course ,syl labi were rewritten to include greater emphasis on com- 


puter utilization, and appropriate hardware and software were made available to 


stusients in various courses. Programs swene expanded to better prepare dis- 


advantayed students su that they would be upwardly mobile,~specifically by 


proving thelr understanding of types of business Communtcattons. Weaknesses 


Teowrdtben and oral communticdttuns were identifled and remediated. Students 


wlth low AGE ceores Tn mathematlss out language skills were eoumseled Mite 


appt saypet Toya «ds, cloparendtal cuul Ses } 
a 


{ 


Compoebonmedles wer@ acoceluped fn rae Ninety WPI CUG acutiloba Ge beGs 


Crows teal ly Appropt late equlpment wos pu, trased, and students ~were Ylvctt @x~ 
perlenttal opportunities to improve in electronic transcription. Specifically, 


word processing equipment was purchased so that understanding about commmunica- 


tion could be broadened. 


. 


Students majoring Im business manayement were required to pass a minimum df 

ss 

vine busteess cummunteatlons course emphastzing the lypes of communications used 
by Middle and catscullve bevel managers Practice was ytven in dictating into 


vhe: ee Alia daot ar Pat Pa ou ott yr oe tas tis, aepoart Lincrit os 


, 


In Gruce ot. sted ee ke pee lbs ae shhh Geet. Susk phar a quallly 
computer sclence  iaff was acquired to teach courses, students demonstrated use 
of the ?Ply/] compller, computer science courses wore revised, local user 
facdlitie’s users manuals were prepared, additional equipment (VAX) was 
purchased, focal interest groups were involved in computer science activities 


and were featured in the local newspapers, and Computer terminals were added tn 


the College of Bus dness and on the College of Arts and Serences, 


, 
> 
yt 


g 
D. Mubti-Service Career DevéTopment Program d 


; he 
The objectives of the Multi-Service Career Developmet Program over the 


s 
e three-year yrant period were: ; ' 

: > - ‘ \ : > 

1. ¥ To provide academic sulpport services through testing and test 

v 

Interpretations to over 9,U0U “upward mobile" fndividuals by 
June 15, 1983 ° 

Z lu provide effective Placement Services tu over 95% of all graduating 
senlutrs by June 15. 1y¥383 \ 

Perfuttanee ovaluallun measures velo speslfied to aSses8s Lhe level of 


* 


Helo vent eh cach objesth oe (sce Ay pend. tej GQnt, one Of the is Speci tie 
meaurures dhaow to ree te the luv. achhbevemettl tovel 
Objective | J 
According tu the annual reports submitted by the Director of the é aiawel ini 
and --bestinyg Center, thts objective has been completely met; that is, if one 
assumes that all persons sefviced were "upwardly mobile." Notably, the Testing 
Cenler reports «tle the si tows flyures for the respective periods: 3,173 


1982-83. Thus, the 


> 


pelsons tested 1960 BL, 2,938, lyol 82, and “Over 3,000 
Peotbeny Comber  sppeaes 4 Have served ere students tn tls Inittal per tou of 


vpefall oor Ulan veo etthe. of the other loo per tods, Perhaps Lhe Center 15) oper- 


4 


ating al peak cffictrency tn serving around 3,000 persons each year. 


Testing Programs 


i 4 
Scheduled group tusts, The Testing Center offered a number” of 


standardizad tests, designed to meet the varying needs of APSU students 
8 : YAY ’ 


wd 


- prospective — students, and adults in the surrounding area. This part of the’ 


Swe 


program was administered on a year-round schedule and included such tests as 


the: ‘ 
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e os a 


Lr . ‘“ \ 
b 


: American College Test (ACT) 


American College Test-Proficiency Examination Program (ACT-PEP) + 


Graduate Record Examination (GRE) 


National Teacher Examinations (NTE) . * ; we 


74 > 


Graduate Management Admissions Test (GMAT) 
: ¢ 


General Education Development Tests (GED) for the High School Equivalency 
Diploma 
L 
Colleym Level Examinattun Program (CLEP) 


Callfuornla Achlevement fest (CAL) (reygulred fur the teacher education 


a 


prog at) 


r UuscNeduled group testing and individual Cesting, In its effort to meet 


the wide ranye of testing demands and varied réqyests from students, staff, and 
‘ » 
professional organizations in ‘the community, the Testing Center also 


4 


administered the following instruments: 
Miller Analogtes Test (MAT) 
Retakes ofNthe General Education Development lest 
Keldkes of the Callfornia Achtevement fest 


’ 


Alcottul and Drug Counselor Cerlifteatton Test 
4 
Keal Estale LlcenSure Examination / 
7 G erotgeCaieber Interest Inventory (SCII) 
Survey of Study Habits and Attitudes (SSHA) 
Various interests, personality, and ability measures 
“Associated with the administration of interest, study habits, personality, and 
ability (intelligence) measures were many group and individual interpretation 
SESS TONS, 


The Testing Center was involved in the administration of academic ability 


measures in English, mathematics, and reading as a part of the admissions 


18 


ae 


\ 
< : 
. ? . 


sPolicy.. A¥l entering students who did not have'a composite ACT scare of 16 or 


1 
x 


-a high school GPA of 2.25 nad to take these tests for placement -purposes. Much 


of this testing occurred during the summer orientation periods. Atsa, many Re-» - = 
Sidual ACT. instruments were administered. during summer WORENS.¢¢- "5, * S 
; ; te 
is . ~% : 
Testing Support Froyrams iE : im 
= . ‘ 7 ~ 4 y , 
Ihe Testing Center offered two ImaJjJut Bregrane . Geruered 3 those experi- 
encing difficulties aSsuctated with tests: a@ skill w rkshop.on,test-taking and 
. : “a JN 
relaanattun | tralntin, vel ls Sui’ atl Ccol lun ylven bu Lesltanx ety reduction. 
Ptough the Notes at a hutrdeut patlletpatdny wee fet * large, there were 
landbeattons Chat theo usent was peesenl atid was mel through these efforts. . 
Pethaps the. caSeu publlett, In clrabeglo Campus locations, to academic pg son- 
nel, and at criti Limes during each tem would have increased the number. of 
partictpants. 
% 
Information Ulss@minatton to Studeats 
Ihe Testing Cooter adver tbsed bee cr roc. bo the campus amd Surrounding 
wovtunt Ebest the foil wliy wa, s. 
‘ toe Pa re a Fa tl ni wba 
Undbver lbh, Gubiclt. trieet nal l 
Wotkhshop Tiyers | oy 
Posted schedules 7 
\ 
Guest speaking engagements on-daiud of f-Calipin / 
Presentations to head residents and resident advisors - 
Donmnitory presentat rons ; \ 
Through such efforts, the Center maintatned a fairly consistent level of active \ 
ity over the grant period. This suggests that these publicity efforts. have 
been successful, 
f 
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wad 
‘<) : 


ERIC 


JA Fuirtoxt Provided by ERIC 


Objective 2 , 7 2 


‘The information available indicated thdt the objective was partially 


” ; Q “ oe 
g ‘ 4 : ates an ; ‘ ; : 
- . -achievéed based on an estimated 70% the 1983 graduating. seniors. having 
. Fe 
utWized the Placement Services. While this percentage was cofisiderabdy Tower. 
N ~ : : ; 
; han the 95% spectfled in the objective, the evaluators suggest that the per- 
~ 7 1 
cenlaye tay have been set unrealistically htyh in the objective. The rationale 
a . 
fur Lbts suygyestlun ts that a majur lly of the APSU students are from the local 
area and Fld coployierel te the local arta through persond} contacts and 
acquadtibances Cher efOPe aor vequbre tay job placement services, In addtttlon, 
approntinabely age of Une graduallng senlors enroll in graduate school, whereas 
abouts & enler the military services, acevrddng tu gecent annual sutveys of 
yi dduates conducted in September of each year, a 
ha ! . , 
Information Dissemination to Students 
Several activitles were conducted tu iInfomn students of the services 
avallable Chrough the Ufftec of Placement Services. During @ach year of the 
Cheee year yrank per ded, letlers were sent tuo ald sentors describing the Place 
monk SEF Ge ae Ste aghary the ctudents blo reyglster wtlh the Ufftcee of 
tla. ren whet ob 4g Ita, a it Iie vel SMP Potts by Job tessudters was 
\ fate hates eyrsa t \ th Sano. IM papel Fealur. Slorter abd placement 


annoufhcenh abs vere yobtistea in tie alumnd putrications and area newspapers, 
Formal and informal meetings were held in Many departments and with campus 
clubs and organizations to explain the placement services available. Quarterly 


meetings were conducted with student teachers to discuss teaching opportunit#es 


7) 
my 
ie 


and placement, 


. 


In addition, @ Directory of Current Job Openings was maintained for stu- 


dent use in the Offtce of Placement Services, The directory listings were 


organized by major field of study related to the available positions.. A 
° ys 
4 ‘ 
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4 ce . cat se — 
& ; =a - 
: “ as a . ; : 7 
monthly bulletin was prepared and“ distributed to all seniors and alumni listed ~ 


\ ou. in the active ‘placement files. A recruitment schedule was included: with the 


monthly bulletin. af uefon major industry employers was available and in the 


> 


Y - ; j ita 7 : 
process.of being cataloguéd tO facilitete use by students. A resourcé library 
. , X : . { a 
* ; . am 
" _ -u 
was developed tu assist otugeMts in thers Job searches and. interview skill de- 
ae ala 
i : 
bubble al tuas 
Live: Qh 4 > dep Be ‘ ,. & 4 : \ Popo bb al bons destyned ty factlt. 
‘ Vader t ‘ 1 Aes i rat a ak Ged) gal Ce eget s:. We jobs Ihe Jub 
) . 
ths sent Jlu bu vey ond! ee Te ee eS cach fail quate, stv EDS & 
Lr Tbuted tu sells studelt s) Oly tq fault, tember s- Ihe annud| Dircclory of 
@ Teacher Education breduates (Appenulx UD) was prepared in the spring of ah 
= tet, 
) 
year for distribution to PoreMttial employers of teacher education graduates, 
he omg t bun wt Kee tad lane 00 
Leto, tl sree g ‘iade Pe Pb eal. Ub titer ait var deb, oof potent tal cuts 
a 
,s ade xe Wall bay rl faye. PvE be a tte MelpaES ott the par pOsSe «ul réctultmoeat. 
e 
fab Micha Jeo { Wevw ven Eset Pr ae ae we we eg AI ae aioe dh OM at duo boy LYM Oh ta 
Jou tar L9GO_ & ar YYPa Ud ee | OU trnvllbatoents be vs crtdact eur abCnent wote 
P 
4 
tal fda d Lo prespe Live ep. Yuers edu. year of the grant period. Contacts at 
the meetings of the Tenn@sye@ College Placement Association and the Southern 
b ¥ 
College Placement Association reset ted in recruitment invitations to many em- ’ 
ployer representatives. Thes€ efforts contributed to an increase in the number 
of Interviews arranged through, Placement Services from approximately 200 to 
2,000 annually. 
! x 
In an effort ty publicize Placemant Services, letters were mailed per¢- 
odtcally to area busiNessS Jedders soliciting their support by hiring current 
“21 ). 
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weet ~ 


Students and graduates, Contacts with the Chamber Of Copmerce sand local bustis 


‘ va 


nessmeaders were established and_maintajned, + The local media--newspapers and, 
. ats 2 PT . ie < we 


: 4 : id Pay c : : : os 
-, .  fadio--were at’so used Be publicize the operation of Phacement Services” a 
2 Se Y ial ge . ae : Megs 


' % «fb . x : " a, Sp 


; ee | + 
Professional Enhancernent - 4 & . ; 


ad 


; he. gs 8 mae 4 y a 
Ine stdtf of the PlaGement. Services engaged 1m several @¢ I@mities tore 
“ Pb] . . . i ms Q oe 


Dr * ; 4 


‘ ; ‘ ox) a 
Ina der Cutrent luo othels Knowledye of placement™ procedur es and career 8p - 


: 4 ; . =e ‘ 
vitualOdes Membership Was imatntaliued im the state, multi-state feyioeal, and & 


Vv 
f 


trullutral vebleye phacqlenl ofyarntZalluns. At teaSt one staff member attended 


é wae os 
grntalouscltaygs of Cg slate and reylonal ot Garndzattons In addition, visits 
4 


wel made lu tte placement Pflyco of se eral untlverstttes; Middle Tennessee 
pot a 
Stale Untverltty, Url varsity uf Tennessee-thatlanouga, Vanderbilt University, 


Tennessee Technological University, UnIvers yy ot Houston, and Memphis State 


fe 


. 2 ae a : : 
University. These visitS were conducted to identify effective ways of de- 
, _ ‘ 
liver ing placement services. 
f 
FOLIO y vy vbusd, ul Gh aduales 
ber veyebember OF cach ian Pos ee er beady owas conducted of the 
a : 
» taudt. OC tan eurve, fucct SUL Tleu Tafurmattoun on the 
Pde yep cpa GOD crap mere er avd further w:dudeation plans Of cach 
yfadudl., Ihe cet rales Tor the three ys vups of yraduates were 30% of the 
Bs 2] 


1979-80 group, 20% of the 1980-81 group, and 46% of the 1981-82 group. The re- 
SponsSes were compiled and presented in an annual report. Comparative data were 
included on employment status and salary ranges to reveal trends and chafges*on 


~ a multi-year basts, 


ie, | 
Career bate 


Ihe Offtce of Placement Services held a Career Fair once each year eduring 


a 


the yrant period--in the Spring Quarter of 1980-81 “and the Winter QuarYer of 


“s ; yy . 22 
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1981-82. and 1982-83. The purpose of the fair was to provide the opportunity 
for students, especially seniofs, to talk with a variety of prospective em- 
ployers about career opportunities. The number of participating employers was 


45 in 1980-81," 63 in 1981-82, and 65 in 1982-83. we 


4 


job-Seeking Skil1s Seminars 

Seminars on job-seeking. skills were planned and conducted each year by the 
Placement Services staff. nese seminars were organized around the process and 
techniques used in aentir sins job opportunities, applying for desired posi- 
tions, ‘and using ef fective ae procedures. The umber of seminars con- 
ducted was one in 1980-81, seven in 1981-82, and seven in 198E-BI In addi - 
tion, small scale versions of the seminar were presented to students in class- 


. c * . . 
es, organizational meetings, and teacher education group meetings. 


\ 


Placement Program Evaluation 


The evaluation of the Placement Program was per fgrmed primarily through 


.the preparation of annual management-by-objectives progress reports that were 


compiled internally. The report contained a listing of each objective/activity 


fy 


"(including the grant program objectives), the estimated degree of accomplish- 


ment, and comments. Evaluative’ data were derived from the’ annual graduate 

follow-up study records in the Office of Placement Services, and information 
f 

obtained informally from contdcts with “Students, faculty members, and 


recruiters. 


EL SDIP Cordination 
The abjectivas: of the SDIP Coordination Program over the grant period 
Were: 
ie To manage the SDIP grant in an at ricient and effective manner 


utilizing EDGAR and yearly approved budgets and Report 2 to achieve 


23 
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Objective 2 + 


grant objectives. 
é. To develop with the President effective implementation strategies oe 
_ fund replacement stratedies of i four activities to be maintained 
after the conclusion of’ the SDIP grant. 
A performance evaluation measure rating was used to note the level of 
achievement of each objective (see Appendix E). The range of achievement was 


from 75-100%. 


Objective 1 


A review of the Activity Evaluation Report indicated that the SDIP grant 
was managed in an efficient and effective manner. The coordinator (1) acquired 
a total sense of the program's thrust, (2) eebebiiehed effective communication 
with the president, (3) developed an effective evaluation system to: measure 
total program development, (4 assisted in the recruiting of project personnel, 
(5) informed all persons involved with the project about project progress, (6): 
coordinated the activities of the four program components to ensure maximum use - 
of personnel and other resources, (7) assessed the utilization of SDIP.finan- 
cial resources to ensure fiscal responsibility and maintained fiscal control of 
each actiujty's resources, (8) interpreted the grant's purposes to institution- 
al personnel and aieiee. and (9) assisted in the preparation of final reports. 
One objective, to assist the President in employing the assisting agency was 


written out, -and another, to assist the President in employing external 


evaluation, was changed to a summative evaluation. A performance evaluation 


' measure, to achieve a rating of the 85th percentile on EDGAR compliance, was 


written out because of the decision not to employ an assisting agency. 


{ 


AY 


The Completion of this objective was attained within the grant period 


a 20 


through the provision of fymfting oF He four activities in the 1983-84 fiscal 
yeah, which began the day after this grant iehied terminated. The project 
director achieved this goal over a eeeyeae period by beginning in July 1980 
to work wit the President of the University in providing university funds for 
a continuéd Tstitut ional development program. Though funded for 1983-84 at a 
level approximating two-thirds of the grant level, the fue preaeati areas will 
be continued ee integral part of the institution's academic program. The 


” 


level of success of each component\ justified the conclusion that the project's 


activities that effected change aa bene of high-rfsk, students be offered to 


students who continued in the University and to those who entered it for the. 


first time. 


Dil 
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III, Findings 


eneral findings related to the Developmental Studies Program were: € 


(1) 


(2) 


(3) 


(6) 


an increase of 16% was achieved in the retention of underprepared 
freshmen cohorts of the ayes and post-developmental program 

students repeated tasks in basic skills until they demonstrated 
proficiency and completed all basjo/skills modules 

individualized systems of teaching and learning were provided for all - 
students making request for them : 

a Developmental Skills Center was established in the untversity 

library for student usé 

a comprehensive admissions policy was developed and begun that 

ensured the appropriate advisement and academic placement of all 

entering freshmen underprepared in basic subjects and sid skinie 


grading procedures were modified to allow the achievement of course 


objectives 


Findings related to the Administrative/Operational Support Systems were: 


resources gf the University were husbanded by setting in operation 


the policies dures, and computer systems necessary to achieve 
this task 

the Computer Services staff achieved the capability of refining the 
financial data base, associated computer programs, and systems to 
meet the demands of EYE per tormanee evaluation measures processes 
the Computer Services Staff achieved the capability of refining the 


student data base, associated computer programs, and systems to meet 


the demands of the performance evaluation measures processes 
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(5) 
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were: 


(5) 


energy management systems were installed to reduce waste 
the ability to analyze all financial systems and operations was 


achi d i 
eve & 3 


Other findings related to the Career Business and Professional Programs 


syllabi for computer courses were rewritten for student usage 
“~ 


a 25% increase in student understanding of oral and weiner business 
communication was achieved 

\ 
word processing equipment was acquired by the University so that - 
students coud have hands-on sicidbiences with it 
computer science course of ferings were revised, and eleven new 
courses were added to the program 
computer terminals were added in the College of Business and College 


of Arts and Sciences to serve student needs wa 


Additional findings related to the Multi-Service Center Development Pro- 


gram were: 


“(1) 


the Testing Center administered several types of tests to over 9,000 


persons during the grant period , 

the Test Center offered a skill workshop on test-taking to students 

experiencing test vioty 

a large percentage of graduating seniors used the University 
Pracement Services 

information about the Office of Placement Services was communicated 

to students in local news media 

a directory of job openings was maintained in the Office of Placement 


Services 


placement publications were updated or prepared for student use | 
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the number of on-campus interviews held by businesses increased from 
200 to 2,000 | 

a ral ioweue study was made of graduates of DSP courses to ascertain 
employment status 

the Office of Placement Sappens sponsored 15 seminars on job-seeking 
skills, such as identifying possible jobs and applying for a 


position 


Several findings related to SDIP coordination were: 


(1) 


an evaluation system was developed to measure total program 
development 

the activities of the four program components were coordinated to 
ensure maximum use of personnel 

financial resources were controlled to assure fiscal responsibility 
the publics involved in the grant were kept informed about progress 
in each area of activity 

funds for continuance of the four activities in the program were 


allocated in the 1983-1984 budget 
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IV. Conclusions 


All of the’ objectives of the program were completed during the project 
year with the exception of the ones that involved a formative evaluation, which 
were written out of the project. 

_~ The three-year SDIP project served as a catalytic agent in-changing 
policies at the University by aiding faculty and sdiniievratars to éonelide 
that remedial training for low achieving students produces the type of gain 
that enabled_ the students 8 achieve academic. success; that is, provision was 
made si vndensaceanel students to become > upwardly mobile by their ecrerLig 
competencies in numerous ipeunucer onal areas, 

It was the means ~uhereby the University developed and brought into 
operation computer systems dealing with data relating to students and 
institut ional personnel, and with the analysis of alr the University financial 
systems. ‘ . : 
SD.IP was the vehicle for delivering the revision and adoption of 


University curricular offerings and in sécuring instructional equipment, for 
4 


experiential learning. It was highly _ influential in increasing the 
7 ‘4 


_effectiveness of both the Testing Center and the University Placement services 


and in emphasizing the importance of job-seeking skills. 

; The program was instrumental in influencing the University to allocate 
permanent funding beyond the grant period for the four program areas. Evidence 
from faculty and students participating in the project and from complete sets 
of records aes: to the high degree of competency of the administrators of the: 
project and to its short-range and long-range impact on educational practice at 


Austin Peay State University. 
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Austin Peay State University maintains a placement sab vice for two purposes. 
The first’ purpose is to serve the students and alunini of the University by 
informing them about available positions, by ingtructing them in making 
effective applications, by helping thent to recognize and observe good pro- 
fessional procedures, and by giving them related information which will help 
them to secure career positions and succeed inthem, “The sécond purpose 
is tolaid the representatives of business, industry, government, and education 
in finding qualified candidates for their organizations. : 3 


ry 


PUNCERIONS OF 1HE UF FICE OF FI. AG EMENT SERVICES 


Lo tultill the purposes vf the Uttice uf Placement Deu a t Austin becay 
State University, the tollowing seveh etdeeunents have ener developed: 


1 Loipaise bide seirvt eco fui all students and aluisual of Austhia bkeay 
Stace Umversity wht ace scekiny assistance in locating career 
employment. 


4 


To keep in close touch with all alumni and to be in a position 


tv 


to recommend qualified, experienced candidates to employing 


officers. + 
. b 
5) Lo vive the cmiployvinyg ollletals the very Lest possible service in 
securing etuployees tur thers businesses. % \ 
“4 5 
™” , 
4 A He kaciotmedadl Saal ae S hor Jotros al whieh they Lave thé Leaf 
vpportanity to succetu. 
If (het Rew Aids sik pe ar rae | Chas «2 Lars ally Sih aioe Bored l,cad wlhacaa 


€ - : is 
Selecting candidates to recoiead for positions. 


0 To cooperate with all University organizations by informing them 


oft the services available throuyvh the Offtee of Placement Services. 


” 
ds : > 7 
= Po cooperate with other placement offices and with state and national 
placement assoctatrons in promotiny more etfective service to Austir 
Peayuraduates, td business. ondastry, and vovernment. 
; “, 
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WHY REGISTER WITH PLACEMENT SERVICE? © ’y 
Ee ee 3 

. Although eae may not need placement services at this time, they§may at a 
future date when it.may be difficult, perhaps impossible, to assemble recom- 
mendations. Often employing officials write asking for information concerning 
persons not repistered: when suth information cannot be furnished, beth the /' 4 
applicantand the Placement Service suffer... Many companies automatically 
contact the University Placement Office for credentials whenever an APSU 
student or former student applies for a job. All graduates should be sure tHeir 
placement files are in order before they leaveythe campus. 
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| THE JOB SEARCH 
y 

Where do I go from here? How do I begin looking for a job? Qyestions! 
Questions: Questions! Well, learning how to get hired is your responsibility. ~ 
However, the Office of Placement Services can assist you in conducting a job 
search, but no office of the University can guarantee you 4 job. Therefore, 
you must take the initiative in beginning early and following thréugh on what, 
could:be atiméyconsuming proc ess. ; : ng 


ay ” a, 


“4 

Begin with a cateful self-evaluation of your strengths, weaknesses, interests, : 

and pre ies ela You must know what you want before you can determine how 
fe i * . = 


> 


to it. Ned 


Find out which company or agency seeks yqur skis, what job titles are given 
these skills, and the name of the contact person whd determines need for these =E 
skills. ; : . ! 


. 


Learn huw ts vunduct yoursell JMutlog dube., lews huw tu weite a Lethe. vt inquiry 
. i 
or application, and huw to prepare a .¢sunie, 


yo 


The AKSOU Uttice ot RPlacecmient Se: vlyes van help ou all uf the abuve. 


HINTS ON CONDUCTING YOUR JOB SEARCH ° 
: : ‘ 
ie Register with the APSU Office pf Placement Services, 
a. Complete a professional resume, 
Y 
Be) Become faniullar With letters of Ingqulzy, letters of application, 
and follow-up letters. a 
t wheok with the Placecmgut Office tu sce what job vacancies have 


been listed. to onan the Oi Campus interview schedule, to 
review Employment Service Job Bank microfiche, and to review . 
literature available on companies, schools, and government 
agemeies. Job vacancy notices are posted on the University 

Cen er bullétin boards (outside the Post Offfce area) and are also 
maintained in the Directory of Current Job Openings located at 

the University Center Information Desk and in the Office of Place- 
ment Services. Schedules of on-campus recruiters are also main- 
tained at both of these locations, . 


oe Identify potential businesses, schools, industries, and sovernment 
‘ -_ J se . Dae 
agencies to contact Ley a letter of inquiry and yesyine. 
§ na ; ; 
- - : —o 
v0 : : : : . : 
bf Develop job. fatervidw Wechniquey a 
She oy \ : 
Cs Use newspaper want ads.) Remember, those are immediate openings, 
nee . - of Ear 
8. Use tefphone diggeto ries to identify employers and where they are 


. : Jocated, 
WA 
122 ‘) 


. 7 re 3 ty é . 
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oe Usd professional journals and athe rs library material; i.e 


ea and pradstnecly Standalg and Poor's, etc. 


10. Talk to hoes. fiends, and | faculty seu potential employers. 


-, Dunn 


a 
ll. Solidify your job objectives. = 


’ = 
LZ. Cheek personal grooming. Have a neat, clean appearance. -Dress 
appropriately. , _ / ~ 
In summary, when investigating the job market, it is éssential {8 use all 
possible resources in your job search. Don't become discouraged by a_ 
number gf rejections. Follow up on all leads ina business-like manner, 
Don't miss out on Opportunities because of sloppy lettérs, resumes, or 
—interview te@anigues. tf you ate job hunting, you @re involved in trying 


to pass one of the toughest tests} of your Career. The job you are seeking 
may turn up when you least expect it, but you Can't wait fur it to come tu 
you -- you niust be aggressive and ge after it. | 


APPLYING FOR LHE JUB 


~ Lhe Student or experienced alumnus who ls applying te: a position will profit 
by reading carefully the instructions included in this division of this manual. 
The help secured here may keep the applicant from making mistakes that 
may harm his chances of securing the position that he desires. 
; A ; ’ 
“Information regarding vacancies may be secured in many different ways. Most 
notifications of vacancits will be received from Placement Service. Some 
vacangies will be found by the registrants of Placement. Others will develop 
from the many rumors of openings and will be verified by writing a letter 
of inquiry t6 the employing official of the business or industry. With the 
present job situation as it is there seems £0 be no ''best way'' to secure 
a position. You may want tu use the following suggestious, o1 telephone, 


Ov contact the eimploying officials as you see fit. te 
‘ 


CAMPUS INTERVIEWS ° 


Many companies have rec ruiting programs. A representative from the COlupany 
comes to campus to recruit employees for the company. The information 
regarding such visits can be found in the Placement Office, on campus bulletin 
boards, at the University Center Information Desk, and in The All State. 

You should check the Interview'Schedule in the Placement Office frequently - 

any sign up immediately for an appointment with a company in which you 
ee et A person who interviews on campus will be more able - 
determine the type of ee he desires, 


WREUING A LETTER OF INQUIRY 


You should try to locate the best position for yourself in terms of your profes- 


sional qualifications and desires and plan your career and seek positions for which 


o.. 
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you are qualified. There i's fundamenta y nothing unethical or improper about 
submitting your Auali{ cations: for consideration if they fit the position. 
‘ r : as, a 

What eh your letter communicate about you as a potential candidate for a posi- 
tion? Can you §ell yourself? © rN 
_The letter should clearfy indicate that this is an inquiry and should include such 
information as position desired, degree and/or date of completion, major and 
minor fields, and other qualificatiofis based on education and experience. A “* 
resume may be attached. Mention that credentials ‘are on file and available by» 
contacting the APSU Office of Placement Services. (See Appendix A, page if.) 


» 
ve ING YOUR LEITER OF APPLIC ALION 
ee —.. 
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> 
Weitlaig 4 sultable application letter that will attract attentfun and give you an 


oppurtunity to interview employers 1s the firet step in securing a position. The 
application letter 15 only one of the vital steps, but it nay create the first impres- 
sion of yous ability to communicate and may determine whether you are considerec 
fur employnient. dhe first impfession may be either favorable or unfavorable. 
EFreoum your letter t employer may learn many things about you so,keep him, his 
interests, and his needs in mind as you write. Construct your letger so that it 
reflects your abilities and works for you. Employers look for creativity and 
originality ij the people they,employ. Yoyr letter should reflect these qualities. 


Guud- quality stationery is essential in writing any business letter. White bust- 
ness paper, usually bogpd, 84 by 11", and an envelope of standard size is appro- 
priate. A typewritten one-page letter with the writer's complete address and an 
ink signature is recommended. After you write the letter, study it carefully to 
take Sure the content is clear and cancise and that spelling, English usage, and 
punctdation are correct. Determine whether the letter appears‘neat, clean, and 
currectly spaced Does the letter suund like you, not someone else? Have an 
advieer review your letter, sugyest lmpidgve;pents, and make corrections. Keep 
la syotcuatle ufdés carbon -uplés ub hettel: yuu wiite since you will need this 
Inivrmation fr future referenge. € °? 
\ 

The full name of the firm, correctly spelled, should be used. The College 

lacement Annual, gvailable at the Office of Placement Services, has the name 
ot the directar of personnel for many companies. When your letter requesks a 
reply, enclose an addressed, stamped envelope. ? 
The content of the letter shouldbe. clear and concise with an opening paragraph 
that includes a statement of your reason for writing the letter, the type of posi- 
tion for which yo are applying, and the source of the information that a vacancy 
exists, Write short paragraphs for ease in reading. Give brigf statements about 
your qualifications, major and minor fields, work experience, military status, 
and any other experiences that qualify you for the position, Always include per- 
s&mal data, giving facts rather than peneralizations about yourself. (See Appen- 
dix B, pawe 12) Avoid requesting a certain salary. 
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- In your application you may present items that revéal. your human Side, Discuss 

‘prior expetience, if any, and tell about your interests and hobbies. Mention that. 
your credentials are available and give the complete agsdress of the Office of 

m™ Pla¢ement Services. : - a 
7f at all possible tnake’ yourself available for a personal interview, If the place. 
L§ Some dispance away, state when you can mpst conv€niently travel to the com- 
munity. Often interviews are scheduled during vacations or week-ends.. (See 
Appendices B and C, pages l2-and 13) 2 Ze _ 
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FOLLOW-UPOR THANK YOU LETTER 
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To follow up on Previous.c Qiaimiunications, including vl-catpus Interviews, can- 
didates need to write letters. To thank the interviewer for his time and for the 
Opportunity of being interviewed, the @andidate usually writes a letter within a 
week and restates his interest in the position. Briefly reviewing his qualifica 
tions for the type of pusition in which he 1s interested 1s helpful. Any additional 
information not mentioned during the interview may be included. Thds effort 
aids in keeping the employer interested in you as a candidate. Ifthe firm Sup - 
phed you with an application form, complete and mail it with this letter. All 
Suggestions about exercising cate in writing letters also apply to the applica- 
tion form. (See Appendix D, page 14. ] 


ACCEPT ANCE LETTER , | - 


f 
An offer of a position should. be acknowledged promptly by writing a letter of 
acceptance, provided you are convinced that this is the position you desire. - 
Generally the terms of the agreement are restated in the letter to make sure 
that there is mutual understanding; include the position title, effective date, 
place, and salary. If the “firm has enclosed other instructions, read them very 
<arefully. Note deadline dates in the instructions so that the forms you are to .=. 


return will reach the employer's office before the dates specified. ( 
-DELAL Lhilbn . 
Sometimes a candiawtcaul a. ay bo ae eh we Gtle, Gut is interestey in ithe 


position. A letter stating an interest 1S apprupriate, but, if there is a delay, 

‘a clear statement of the reason for it should be given. The request may be for 

a timé extension beyond the two-week deadline stated inthe job offer, Ora 
os may wish more information about the fi rm, the Bommunity, or the 

assignm nt. In some cases several offers arf being considered Simultaneously 


candi 


and additional time is desired. Some firms will not give time extensions, so 
the candidate must reach ‘a decision regarding the offer at once. This may be 
the time to use the telephone to discuss the matter with the official making the = 


offer and to seek assistance by consulting a placement counselor. 
' ‘ 
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REJECTION LETTER ~ 
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Rejecting an offer of a position Ny oa a tactful letter expressing appreciation 
for the offer and for the firm's confidence in you. Clearly state that the 
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7 position. A positive staterrent to keep the door open: ‘for future cohisideratjon . 4 
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_ppsittén offered is not being atcepted. “The reason ete rejeation maybe may. ; 
ynet be'givem, depending on circumstagées causin the candidate to refuse the 
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is always wise. The employer may at some future date begin & location ; where 


“you Man want to apely for a vacant position. ) ’ . oe 

ar v eo Rrsaiente , i vee s : 

Be. sure i return The contract or top eee LE vex are refistng,| the position# 

A ‘gs 
ey - ° 7 at “2 3 5 : : ee = as ry 
CON ngusion\ % ele ee et a oe & 
: - oP Rod ad aoa wf . 7 s 
™ j (as ‘ 


@ 
, Your letter may or may not help you secure the desired position thabis @ ‘ppen 


7 


ce achieve your goal, the appear ance of your letter. and-its” contents musty S _ 
M4 ‘ Sinn “S 


gell the employer on the idea that you will be a succ essful. ‘person. he : 
j Playement Office has personnel to help you if you have. special problems oe ‘ 
in c@mimunic ating with eniployers. ° Effective communication depends upon 4 - 4® 


the reader's receiving the tnessaye you intend to convey in your letter. By « 
the above suggestions regarding letter writing, by being as original 


é, and by establishing a friendly relationship with employers, you 
will aid yowiself in advancing profés sionally, Yuu may want.to use the following_ 
yuldelynes to eValuate your letters: ’ . : | 
a ” \ 
Letters shuld be: 
--Individmally typed on,good quality papec. se : 
-~-Slanted toward what-you can offer an employer, not‘what you think. 
they should be offering ygu. . a 
-- Addressed, whenever Possible, to an individual using his correct 
title. Poa * 
-Correct spelling and punctuation, 
Hand-Signed over typed signature 
-Briet, concise and to the point. 


‘Closed with a direct cequest for ayuion, 


t 


: fy 
pelle y ehould vote. 


‘Gitarmicky im an athews tb. G. ca Bieab vibe 

--Repétitive, containing i.forrmation coy er.d in you. Leslie, 

--Lofty ip tone -- indicating you will be doing the ermmptoyer SWine great 
favor by Voonsidering’” a position. . Ay : / 


2 r 
_~7 Loaded with constant use of "I! 


~-Heavy on salary dgmand if you are a begitner. a 
; a : . 
. 2S . ‘ 

THE PROFESSIONAL RESUME OR DATA SHEET (To accompany the Letter 
of Application) ~ +! : 
A resume is your representative; it 1s you whentyo aren't there. It's a summary 
of your personal data, your educational background dnd training, your business , 
or professional experience and qualifications, your“achievement highlights, and 
your objective. Your resume should be a word picture of you. It should givé a 
potential employer your factual data. It should create an impression of your 
desirability for him and stimulate action on his part toward setting up an jnter-_ 


view. Be ae no long paragraphs. ''White space!’ makes your resume 
f : . 
‘ N ae 
\ be 4 
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easier to read. Your resume, by itself, will not get you a job. You have to do 
that yourself, It should-show what you want to do, how your past experience is 
applicable to that goal, and all the other pertinent things about you. At all times, 
think and write through the. eyes of the employer. 


PROFESSIONAL RESUME Us 
IDENTIFYING INFORMATION 


Your name, address and telephone number; possibly some gf the items 
from yout Personal Datas%. { 


a 


CAR LER OBIE CGTIVE 
Pn tac edie r 


A statement indicating the type of position fou are seeking; may include 
both short- range and long-range goals. 


EDUCATIONAL BACKGROUND 


aA 
List of schools attended (in reverse order), dates, degrees, diplomas, 
and certificates with emphasis on highest level achieved and special 
training pertinent to your career objective. . , 


.* 
fe 


EXPERIENCE OR WORK HISTORY 


Y 


A summary of Your work experience ernphasizing the most recent or 
‘most important job relevant to your stated career objective. Describes 
the nature of your work, the title of your position, name of employer, 
dates, and earnings. List in reverse order. é 


Z 


PERSONAL DATA 


An extension of the Identifying Information giving such vital statistics ° 
as age (if you think it is an asset}, height, weight, marital status, 
number of children,’ early DaeKE round (if itis Sr ent cent) hobbies 


pcis. v8 


‘and other activities. 


REFERENCES 


? 


Usually you need only state that references will be supplied on request. 


DATE, STATEMENT OF AVAILABILITY, AND PHOTOGRAPH 
These items are optional; but it is désirable to date each resume as 
you distribute it and to mention when you are available for work. 
(See Appendices E and F, pages 15-17.) 


ake Stated University Placement Service, Book of Instructions, Pp. 14, 


i 


Q. 
ENG Lis 


“When a candidate has made either an oral or a written agreement with the person- 


any contract to pay a financial debt when:due to meet personal and contractual 
obligationg to a business concern, A resignatfon from such an SE rcemicnt is uneth- 
ical and is — upon by professional organizations. 


nel office of a company, the obligation is sue of legally and ethically binding as 
fe) 


. é 
Our advice to all’candidates is DO NOT BREAK AGREEMENTS. If you 
do not respect your part of a contract, then an employer should have the 
same right. You will soon find yourself in a serious situation if you do 
not abide by established professional ethics regarding agreements. The 
University does not sanction breaking agreements. 


If you find that you must ask to be released from an agreement\ the only ethical 


. (and legal) action to take is to ask for a release. This should be done only when 


re) 
ERIC 


a very definite and considerable professional benefit to you is involved. You 
should maké yourselt well informed on the provisions in the company's agree- 
ments. 


Pa 


ASKING FOR A RELEASE 

ee & 

Situations do arise when an employee has good and valid reasons for wanting to 
be released from an agreement. Such situatiqns may be due to the health of the 
candidate, family responsibilities, financial problems, professional advance- 
ments, or for many other good and valid reasons. Under such circumstances 
the proper and ethical thing to do is to ask for a release. This may be done 
orally, but is usually done by letter. 


SUGGESTIONS FOR WRITING THE LETTER “ 


have an oral or written agreement with them for a particular position. Then(men- 
tion that situations have arisen since you made the agreement that make it netes- 
sary or advisable for’yau to ask for a release. If you are asking for a release 
because you wish to accept the offer of another position, mention suchitems as. : 
how much increase in salary you will receive, that the salary schedule promises 
definite increases for future years, that you will be located near a university 
where you can do graduate work in evening or Saturday classes, or any other. 
good reasons for wanting to acc ept the. new position, It is your obligation to 
justify asking for a release, 


Have your letter in proper form: At cag start of the letter mention that fron 


In your last paragraph, ask for a release in question form, Enclose a stamped, 
self-addressed envelope for a reply. If it is urgent that you know immediately 
whether the release will be granted, you may call the employer on the telephone 
after he/she has had plenty of time to receive your letter. 


REMEMBER -- KEEP THE PLACEMENT SERVICE INFORMED 


It is your duty to keep Placement Service informed regarding your plans at all 
times. We carinot give you good service unless you do so. This means that you 
should inform us at once: 
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Of any change of address. 

2. Of any change of name. 

3. <Any change in your employment needs. 
4, When you accept a position, 


If you receive a message to call the Office of Placement Services, please 
do so at once. We may wish to arrange for an interview for you with an 
employer or tell you about a particular position’ in which we feel you might 
be interested. a 


DEFINITIONS OF TERMS 


Terms used in Placement Service that shouid be understood by all students 

who are attempting to secure a position are below. In order to be certain 

that we are all talking about the same PHEDE we have listed a few of the terms 

used in our work. 

ACTIVE STATUS - Registrants (students or alumni) with credentials on file 
who are actively seeking employment and request assistance from the 
Placement staff. Placement credentials are placed in tKe active file. 


« 


INACTIVE STATUS - Students and ‘alumni who are not actively seeking employ- 
ment or assistance from the Placement Service. Placement credentials 
are on file, but no current employment information is disseminated to 
these individuals. Upon request from the individual, an inactive fife is 
placed in the active file. | 

* 2 

CREDENTIALS - Placement credentials include a data sheet and/or resume, 

a transcript, faculty rating sheets, and letters of recommendation. 
These credentials are forwarded to prospective employers upon the 
request of: you, prospective employers, or the Placement Service, 


UPDATING CREDENTIALS - Revising your data sheet and/or resume and 
possibly adding recent letters of recommendation to your file. Yo 
should request an update packet of materials from the Office of Pifcement 
Services. 


OFFICIAL TRANSCRIPT OF CREDITS - This is a copy of your courses, grades, 
and credit hours. One copy of your transcript should be placed on file 

in the APSU Office of Plagement Services. Additional copies of your 
transcript may be obtained by contacting the APSU Admissions Office. 

The Office of Placement Services does not forward transcripts to 
prospective employers, Copies must be requested from the APSU 
Admissions Office. : 


Oo. re ie 
ERIC 129 


= , ‘Sample Business Letter of Inquiry 


Moe : Appendix A , 


fr 


; 468 Rivermont Drive 
Clarksville, Tennessee 37040 
March 3, 1978 


Mr. Thomas J. Burns, Employment Supervisor 
Union Paper Company 
( 220 East 35th Street 

New York, NY 10017: 


Dear’ Mr. Burns: 


Paragraph No. 1 -- An attention~getting first paragraph that 
entices the reader and makes him want to read your letter in 
its entirety. 


Paragraph No. 2 ~~ List significant accomplishments in general 
terms and in such a way as to create appeal for each. 
Paragraph No. 3 ~-.Educational training must be brief. Detail 
will be on resume. 


Paragraph No. ‘4 -- Rhone number. When you can be reached 
by phone. Include-avaNability for\interview. 


Sincerely, 


I, Nita Job 


o- : 
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Sample Letter of Application 


Education Majors 


é 
Appendix B 
ce 
aa 

504 Fifth Street 
Clarksville, Tennessee 37040 
March 15, 1978 

a: 

Dr. James L. Lewis, Superintendent: 3 . 


Hartford City School System 
609 Washington Street 
Hartford, Tennessee 38775 


Dear Dr. Lewis: 


Paragraph No. 1 -- Introductory, telling how you learned of (or 
inquiring about) the vacancy and definitely stating that you wish 
to be an applicant for the position. ; a 


Paragraph No. 2 -- Call attention to thé amount of your training, 
when you expect to complete work for your degree, or when you 
received it if already completed. If applying for high school position, 
‘mention teaching fields or subjects for which you are qualified b 
state accrediting standards, You may also wish to mention in wi 
courses you did your student teaching and supervising teacher(s¥# 


‘ if enclosing a resume with your letter, mention that you are doing so. 
Paragraph No. 3 -- Teaching experience or work experience should 
be mentioned. If the position calls for ’' h-ndling of extracurricular 


activities (or you are able to direct or assist); you should stress 
any related experiences in school or in previous positions. 


Paragraph No. 4 -- (This will probably be your last paragraph. ) 
Offer to go for a personal interview at he reader's convenience. 
Inform him that he may feel free to telephone you at your expense 
and/or also mention that you are enclosing an addressed, stamped 
envelope for his reply. In closing, express appreciation for 
consideration of your application. 


Sincerely, 


I. Nita Job 


e: | 
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Sample Business Letter of Application 


(INCLUDE COPY OF RESUME) 


( 


¢ Appendix C ; 


Bn 


351 Allenfield Drive 
Clarksville, Tennessee 37040 
April 2, 1978 


h J 


Mr. Joseph G, eee Personnel Manager 
Union National Bank . 
Room 416 Century Building 
Houston, Texas 77309 

; 


\ Dear Mr. Burgess: 


Paragraph No. 1 --Identify the position you are-applying for 
and how you learned of it. Indicate that you wish to be dn applicant 
for the position, | : 


Paragraph No. 2 -- Indicate why you are applying for this particular 
position. ; 


Paragraph No. 3 ---Describe your eae Major, grade 
point average (if better than average), and work experience would 
be key points to highlight here, 
¢ 
Paragraph No. #-- Refer the reader to the enclosed resume. Indicate 
a desire to interview at the reader's convenience. Include your area, 
code and telephone number and when you might be reached by phone. 
In closing, express your appreciation for consideration of your 


.. application. 
Sincerely, * 


$ 


\ _ 2 
A ; é 
~ I. Nita Job. 
Puc beuse ‘ . 
: Rae: | . >) 
F ; ri 
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4 
Sample Thank You Letter 


Appendix D -— , ° 
|  y 
, 
619 East Fork Drive 
Clarksville, Tennessee 37040 ' 
April 17, 1978 7 \ 


a ‘ 


Sy , : oy “ 
© ‘ . 9 4 e. 


Mr. Allen Blake 
Personnel Manager 
Zepher Textile Corporation , ‘ 

Post Office Box 956A — i 
Mobine, Kansas *52914 7 NS 


- Q , 8 


Dear Mr. Blake: 
begs 
Paragraph No. 1 -- Thank the interviewer,and/or express appretiation 
~for the courtesy and consideration extended to you. State the position 
for which you were interviewed, date of interview, arid place where 
the interview was conducted. ° ' £ 
Paragraph No. 2 -- Reaffirm your interest in the position. Mention 
anything you feel may be important that you may have forgotten in 
the initial interviews You may wish to mention additional qualifications 
or work experiences not included in your crédentials. ‘ 


. 
Paragraph No. 3 -- Show willingness to proyide any additional clarifying 
data or statements and submit any further information you may want to 
add to your application. ‘ 


Paragraph No, 4 -- Giese with a suggestion fox*further action or that 
you will be available for additional interviews at the interviewer's 
convenience. c g 
a 
; Sincerely, 
- ’ 
I. Nita Job 


4 
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CURRENT ADDRESS 


eo 


Appendix E 
sAMPLE PROFESSIONAL RESUME 
RESUME OF JOHN J. JONES 


' HOME ADDRESS ‘ 


808 South Main, Apt..23 . 415 Sherwood 
Nashville, Tennessee 37219 
(615)459-3256 


Clarksville, Tennessee 37040 


(615)648-0152 


PERSONAL 


Physical Status:, 

“Marital Status: 
Height: , 
Weight: 


CAREER OBJECTIVE 


i Present objective 


BY LAW YOU ARE NOT REQUIRED TO GIVE 
INFORMATION PERTAINING TO RACE, SEX, 
RELIGION, NATIONAL ORIGIN OR MARITAL 
STATUS. IF YOU CHOOSE TQ PROVIDE THIS 
INFORMATION, YOU DO SC VOLUNTARILY. 


¢ \ 


is to obtain a position in data processing or finance, 


preferably within the banking industry. Long-range career goals include 

returning to college to earn a master's degree in Business Administration 

in preparation for higher levels of management, data processing, or finance. 
t ; 


EDUCATION 


6775 to 3/78" 


\, 
‘EMPLOYMENT 
v 


~— 


10/76 to present: 


os 
oe 


; \or6 (Summer): 


\ 
1975 Gummer): ; 


EXTRA-CURRICULAR ACTIVIT 


REFERENCES 


Available upon request from APSU Office of Placement Services, Emerald 


f ' 
Austin Peay State University, Clarksville, TN 37040 
May, 1978 


B.S. in Business Administration “ 


? = ff 
: « 

Employed part-time, 15 to 25 hours per week, asa 
stock clerk for Kroger Foods (Allied Crseers Corp. \, 
Clarksville, Tennessee. Duties included: stocking 
grocery items and updating trends in product prices. - 
Achieved knowledge in retail management, and developed 
the ability to work with others in employee relations 
and customer service. 
Mr. Robert Johnson, Manager. 


“NM 


“Ps, 


i f : 
Employed full-time in park and golf course maintenance 


for Metro Park District, Nashville, Tennessee. Experienced 
working with others and the responsibility of maintaining 
care of equiprient. 7 * = 
Mr. Johnson, Supervisor. , 

ae Pp 


Employed full-time ina grounds and building maintenance 


position for South Central Bell Telephone Company, 
Nashville, Tennessee. Assisted in building grounds 
upkeep and maintenance of equipment. 

Mr. Carl Simms, Supervisor, 


Member, Alfha Kappa Psi Fraternity; Pi Kappa Alpha 
Social Frater ity, Political Studies Association, President. 


Hill Alumni Center, Clarksville, Tennessee 37040. 
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Appendix F 
SAMPLE PROFESSIONAL RESUME ( 


Susan A, Webb : Local: 3122 Hovey Ave., Apt. 1 
Clarksville, IN 37040 


r 
BY LAW YOU ARE NCT REQUIRED TC GIVE 
INFORMATION PERTAINING TC RACE, SEX. Home: 1300 James Avenue 
RELIGION. NATIONAL ORIGIN OR MARITAL - Cumberland City, TN 37050 
STATUS, IF YOU CHOOSE TO PROVIDE THIS 
INFORMATION, YOU DO SO VOLUNTARILY. 


J OBJECTIVE 
Present objective is to secure a position with a social service agency which will 
. enable me to apply my interest and skills in the behavioral scierices, with the 


hope of obtaining increased responsibilities in such a setting. of 
EDUC ATION 
B.S. in Sociology, May. 1977, Austin Peay State,University, Clarksville, TN. 
Minor in Psychology. NU 
Diploma, 1973, W.T. Thomas High School, Cumberland City, TN 37050 
/ ; 

. ™ PREVIOUS EXPERIENCE 

ee SA ERENCE 
Recreation Leader _Morttgomery ene Pfs. aii Recreation 6/75-8/7: 

“Clarksville, Tennessée 37040 


Tennis & Pool Attendant APSU Camffffs Recreation 6/75-8/75 
. Clarksville, Tennessee 37040 


Usher APSU Union Auditorium 6/73-5/75 
Clarksville, Tennessee 37040 af 


Tutor (volunteer) Burt Junior High School ; 8/73-12/73° 
Clarksville, Tennessee 37040 


Day Care Worker Montgomery County Day Care Center 9/73-12/73 
(volunteer) Clarksville, Tennessee 37040 
Waitress - Cumberland View Restaurant 6/71-8/71 
: Cumberland City, Tennessee 37050 


INTERESTS 


owe 


Tennis, Swimming, Plantk, Sewing 
CREDENTIALS 


Available upon request from APSU Office of Placement Services, Emerald Hill 
Alumni Center, Clarksville, Tennessee 37040. 
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TEACHER EDUCATION 
—- /GRADUATES. / — 


| _ 1983 


DIRECTORY 
: — 


of 


mm 
7 


h 
_) 


4 


ww ra a 
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: Clarksville, Tennessee 37040 - 
CT 


Office of Placement Services . 617-648-7896 
meee eo 


. we? ‘Ry : ~~ 
a 5 


/ Dear Employer: : 


Austin Peay Shake nNiversity would like to extend to, you 
an invitation to visit{our campus. Our recruiting season will 
begin in the Fall Quarter and we feel that APSU has graduates 
to satisfy many of your employment needs. | oo, 


’ This office would like the opportunity of arranging on- 
campus interviews between representatives of your system and 


APSU job applicants. However, if > cam is nc as. 
our office will be happy to Provic yo. . = il 
, applicants. 


“ . 

Also, we maintain a Directory of Current Job Cren_..cs con- 
taining listings of: all position vacancies reported to this office. 
We would appreciate the Opportunity ’to include vacancy ncczicés from 
your system in this directory as well as the opportunity to place 
them on bulletin boards located in aréas of heavy student traffic 


throughout the University. bail 
« We will be glad to assist you in any way possible. If we can 
be of further assistance, please let us hear from you. 
: 7 eae 

Rerkork, Facfer 
Doug yay R. Barber = 
ASS clate Director of Placement 
and Iiversity Services S 


fo ry 
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Art "eucation 


. NAME: Linea F. Eurrouchs Degree(s 


Present Address: Box 32¢ 12] Center Pt, PA. Norforcomed lie om 7. 


Permanent Address: Sare 
ee 


TEBE ACCES ICCC IE CR EIGER CICTGOCERSAT ITA A kselck ith ick kek kik tek ick hh ke deenk 


Sculoture §& Art Pauratian Minor(s Cereral Pinna arte 


Majors 


NAME: Mary Crne Lary 


Present Address: -1°77 Crdicossrnt P)y3. Clarsyilla © 27 AN 


a 


Televhone: GE9_19909 


Permanent Address: Sare 


alrelephone: nis 
el 


* ~~ 


a 


; Ea 
FEISS ICICI IC ICICI TOE CGI GCI CCIOC CIC OICISCICI SOIC ICICITCICR IS TS TOA TACIT Tek ee kt eee ee RAK 


AS 


Mavjior(s): General Ey 


NAME: eJar Steven Cor~alic| Dezree(s): 
Present Address: D Das 
—, ™, " 
» Telephone: rAQ_ me e4 


Permanent Address: DLO. tev 295 Areartheine om: ITAT9 


a 


B Televhone: 662-4299 


(a—aehe) 


~ 


TEER IEEE IIIA TAI IO IC OCT ICC SAA AITO SSSA AA AIA IK keke 


Senate Bee Minor(s 


Maijior(s. 


Present Address: 
t 


~, 


n . . - 


Permanent Address: 


DA mp 346 mr 3tA55 
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.Present Address: 


Present Address: 3277, Past Collece Street 


3 
4 . 


, Tele hone: 71 


317A 


ma * é 
Permanent Address: Edst Collece Stree 


s . 4 


Telephone: -Sare . 


KHEKKKKKKKKKKK KK KKK KKK KKKKKRKKKK KKK KEK KRKEKK KKK KKK KEKE RRR KK RERKKRKKKERKEKKKKKKKK 
oy : 


Chemistry 


Telephone: 615-42)-5074 : a 


; — ; 
Permanent Address: sare 
& Telephone: sare. — ; J) 


Itt titt torre tee corre rece tee eee eI LeTeTTCTTCreceecececet tT rT Cree eee eS hi 


~~ 


: Elementary Ecucat 


DAstt =a bal 


Early Childhood Edugation 


me porn 


Telephone: 552-0515. 


\y ¢, - 
Permanent Address: “FOvUte 1 Sox S42 Cunningham, ‘Ti! 
. Telephone: 387-3965 


KKK KAR KER KERR KI KIKE IK KIKI K RR IKI KIKI IKK IK KK AIK IK IR EI AK RRR RAK IR RR RR IR RIK KK 


Major(s): Elerentary Education 1 Minor(s):_ Farly Childhood : 


tor . 
NAME: _ Lisa Pitee Degree(s): °S/*T 
2 
2£77 New Ashlee City Pd. “ 


CN 


4 elephone: 645-1061 


Permanent aekees same 


Telephone: sare ’ 


139 os 
2eG 


. is es 
n : Gs Fi a, x . , 
: met e 
» : : 
3 fa so : 


: fe 
Major(s) : Pletentary Education eee Psychology and Office Ad. 
* NAME: __-Melinda Fly Biggsl | , BS in Education 
‘Present Address: J-3 Maple Thils Apartments 
: ; Taiaphowe: 552-0711 

Permanent Address; Same 

| ad . : Telephone: same ‘ 
geet eter) terecereecereecet eect tere’ tert tteret start everererecererceeereet tt 

‘or(s}; Elementary Education Health/PE | 

- Tina Gail Cottrell (wallace), ree(s): BS in Féueation 
Present Address: Route 2 Dover, TN37058 
e° «. 7 | Peviwads (615) 232-8233 4 
Seruateat hadeeees | same _ : ; - 
| aoe es Tele hone: Seme 
ee aE . . 
ii i seheie AG PAE RRNA ees BH HERTHA BAD Sa aa RRs nee 
_. NAME: . w/cert. 
Gree ae 226 Clearview Drive’ 

- Telephoné: , 645-2275 Ez | : 

Permanent Address: Same 6 _ ; 
. ‘ , ei cubase same | z 
We DETECT angen RARER RRR REE RT 
4A 
j ao: 2 Blenentary": Edueation 


sherry Covington 


Presént Address: itt snes tettesitte. et —__________ 


Tele hone: 502 -740 


Permanent Address: same ; ; 2 


Telephone: 


, “7 | 
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Prone ronan ene 


Major(sy:. -lemsnters Covesticn Minor(s): Hraann Aas 


NAME: ay Terten Devree(s): ne 


Present Address: 


re 


_Telephone: Few Sion eee : — 


Permanent Address: peute 1 icveivilile, 3 rer 


Telephone: £99~929¢ 


Fe e: ee, 4 . 7 
Cor ee Sich Minor(s);: Sarde: Ti leting 


. . Pika & SK ae 7 : 
NAME: = TM AY a: MeGupeyt iss @ Deyree(s). a _ Re eas 
Present Addtrens: L695 mG ite. Lee hee 3g SN _ - 


reriMaie ait Adidt BNE a ee s S—_ _ se a 
= Telenhene: fn BS Lo. . 


hos RALAKRA ARAN AAAAARAKK OR ARKAA AKAN AW AA AK 


Masorcs i 


Be is ei gas ar anes rs 5 ree = 


a@erik cere Tee Tia ~Minor(s): Wes l cea, yt 


oe teed . 
a nL fe ete beret pee eee 
} 


NANIE s Patrieia “aries vane Devrer (sd): el RACE eer 
ae iss Se se = = : 5 : 7 mt Po aaa ae erred ne tde a bee (Seb TE be ee ee ee 
Present Addie: PO ie ee 
Pe leyhoue. Gihe Mee DORE ew 
Reine Geib meee Sas avai 
! 
PS orate Can ee es Va fas : get Ga? Me ER ee foie ae, So. - . 
Telermnhens a Mans ate 
AA a4 4 A s 4 4 N Le a 4 nN 4 RRR bay z i va oe ay ar ~ x 
ve Esl ; ' BES sata 
pour ee mike ava ster («) ee a, Ae 
' 
PEE oe ae “4 Deserted} y 
, , oa 
Paceee mts wilt a ‘ : 
{o Jary Woe Bee 
t ‘ 


or ee 


Major(s): Elementary Fdvcation Minor(s): Science 
NAME : Teresa A. Gallivan _Degree(s): ne 


Present Address: Poute 13 Tox 104 


Telephone: 559-1692 


Permanent Address: sare — 


¢ 


Telephone: Same 


RRARAKKRARRARAERARARRRRRREKRARARARRRAERRRARARAKAKRRKERERERAKRRRAKRARRARRRAKKRKRAK KAKA 


Major(s): Elementary Education Miger(s) > Fart regia ie tte 


NAME. Lar lene P.. Groves Depree(s). 


Present Address. Clizty, IY agyvle . _ . ocean ate. 


Telephone. 


Petmanenat Addi G@oS: ereew se 


> Wes 
Bi ate ee es, lt lephone See US ee a oe Se eg hte 


f 
KEERKEKARKAKAKKKK KAKA KK KKK KAR AR RK AK A AK AK RK KK RK RR KR RK ok Ak kA RR AK Rk ok 


Majong) s 2 lomertmes: "gation _.. Minor (a) tr el took 
NAME 5 Poulan V Tester sib, spa OETRONRTS eet ea a 
Present Address iA | 3207. Ereereurcac Trivw hse oust ee ee : : Ze 
eee Telephone. ; con BGA. — 
bed 4 ‘ Dae ere ory et Sg = Seeenny eee 7 ee SS eae eee 


Telephones: Sune 


KRAKRAKNARARAKR AK AA ANA RHA AR AARANRAKA RA RRR AR NAA EO LAA A RRR ARRAAKRARA AAA KR AAA RRR A AAK 
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